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Report for Week Ending 11 January 1956
from
RECORDS MANAGEMENT OFFICER FOR REPORTS AND CORRESPONDENCE

Project 5-67 - DD/S Reports Survey

Reports inventories from the Offic Security and the Comptroller

have not been received. Mr. TAS/COMPT, stated he would try

to get his inventory to us by the end of this week. Mr_ could 25X1A9a
not be reached,

Excellent progress is being made in the Offices of Personnel and Logistics

as follows: 25X1A9a

Office of Personnel - A memorandum over Mr. I sicneture vas

ssued ca ng Tor rejustifications for all reports, Recipients

of reports sent outside the Office of Personnel are being requested

to appraise the value of thege reports. Our review of the Office's

reports inventory indicates that the Job was well done. Of the
reports inventoried, 18 appear to be subject to further review,

Office of Logistics - Records are being set up for the continuing
analysis of reports. The frequency of activity reports has been
changed frow weekly to monthly and the content of reports reduced to
include only narrative » rather than narrative and statistics,

Other foruws of activity and workload reporting are being studied.

Based on comments on inventory survey sheets submitted by Offices and
Staffs, I am setting up study Projects on questionable reports.
Investigation was started on conflects of interest reports and reports
of travel. .

Project 6-13 - Dispatch Format and Procedure
ly that our report on this project 1s

The Chief — reported
still being reviewed by th P. I informed Mrs. NS in the 25X1A9a

Office of Com ng of this, She is very anxious to put the
revised in use, having concurred in the proposed revisions.
I will 0 weekg,

General Information

a. Designed and submitted to the Security Office Employee Activity
Branch for review, a form for requesting permission to rarticipate in
Qutside activity. The form will be used in lieu of memorandums s over
i:f which are submitted annually to the Office of Security.

b, Mr. _and I met with Mr, Special Assistant to the 25X1A9a
DD/I, to discuss the reports inventory recently taken throughout the

DD/I area. We will review this inventory to determine reporting areas

subject to study and to Plan for a continuing DD/I reports management

program,

25X1A9a

CIARDPTO.002 MRIONNC DR BT
CIA-RDP70-002



